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Trademark Acknowledgement

All trademarks, registered trademarks, or service marks belong to their respective
holders. Use of a term in this document should not be regarded as affecting the validity
of any trademark or service mark. Any information or technology described herein that is
the intellectual property of the trademark’s holder may not be duplicated, disseminated,
or used without the specific permission of the property owner. The authors disclaim any
proprietary interest in trademarks and trade names other than their own trademarks and
trade names.
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All GSA FAS Sales Reporting Portal new or existing users are required to register for Multi-
Factor Authentication in order to login

1 Multi-Factor Authentication Registration Steps

Step 1: Navigate to the FAS SRP home page at https://srp.fas.gsa.gov and select Click Here to
complete your one-time registration process

GSA FAS Sales Reporting

Welcome to FAS Sales Reporting!

o

Contractor Login GSA Login

The contractor fogin & specifically for employees of a company under contract 20 provide The GSA fogin is specifically for diract empioyees of the Ganeral Senvices
goads or senvices for the US. Govemment. Administration

FAS SRP Multi-Factor Authentication Required Sign up for all
users

Mukti-Factor Authentication IS N
the system in the past. Picag

red for access into the FAS SRP even if you have usad
DMEIELe YOur Ong DM Fegistranon process.

Need to Know Data Submissions Helpful Links
FAS SRP Quickstart Guide X Speification for EDI & FAQs

Federal Register Notice ) Speification for AP & FAS SRP Fact Sheet »
How FAS SRP Authenticates » FAS SRP Excel Tempiate & Vendor Support Center >

SIN CLIN User Guide & Specification for Upload (.csv) & eOfferfeMod ?
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Step 2: Enter your name, email, and click submit. Note: your email address must be listed

correctly in at least one of the following fields to gain access: Contract Admin, IFF POC,
Authorized Negotiator

MFA
GSA PRE-VERIFICATION
Go Back To Home Page
FAS SRP Registration Pre-Verification

Step 3: If your credentials are successfully verified, you will be redirected to a success page with
details of the next steps to activate your Multi-Factor Authentication account.

MFA

GSA PRE-VERIFICATION

FAS SRP Registration Pre-Verification

SUCCESS
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Note: The system will display an error messages in either of the following scenarios:

1. Your email is not listed in at least one of the contract fields: Contract Admin, IFF POC, or
Authorized Negotiator. Please contact your GSA contracting officer for assistance in
resolving this issue.

MFA
GSA PRE-VERIFICATION

Go Back To Home Page

FAS SRP Registration Pre-Verification

FAILED =

We did not find any contracts containing the email address john.doe@example.com. Gaining access into the FAS SRP
requires that your email address be listed in at least one of the following fields: Contract Admin, IFF POC, or Authorized
Negotiator. Please contact your designated contract Authorized Negotiator or GSA Contracting Officer for further assistance.

John

john.doe@example.com

2. Your account is already registered. Please click contractor login from the FAS SRP home
page
MFA

GSA PRE-VERIFICATION

Go Back To Home Page

FAS SRP Registration Pre-Verification

FAILED ¥

An account already exists for emall keshav.sankaralingam@karsun-lic.com. Please try to login here
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2 Multi-Factor Authentication Activation Steps

Step 1: Proceed to your email inbox and select activate my account from the email received from
MFA-No-Reply+noreply@gsa.gov

MFA-No-Reply+noreply@gsa.gov §533PM(@minvtesago) Yy W !
tome v

General Services Administration - Welcome to GSA
Multi-Factor Authentication!

Hi
(GSA s using Mult-Factor Authentication to manage your credentials.
We have created a Mult-Factor Authentication user account for you.
Click the following link to activate your Multi-Factor Authentication account:
Activate Your Account
expires in 7 days.

Your Usemame is Akarsun-lle.com
Your sigrin page s https:/tartest gsa.gov

If you experience difficulies accessing your account, you can submit a Help Desk
request using the following link: Help with your account

SB-R-TA5-UM-003 7 May 1, 2019
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Step 2: Enter and confirm your password
Step 3: Select and answer a security question

Step 4: Select a security Image
Step 5: Click on create my account

ervices Administration (GSA,) -
, galima!

Create your General Services Administration (GSA) - Sandbox 1 account
o Enter new password

Repeat new password

0 Choose a forgot password question

What Is the food you ieast iked as a chiid? v

Answer

@ Click a picture to choose a security image
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Step 6: Click Send Email to receive the One Time Passcode OTP

Connecting to

“ J

Email Authentication

(s...i@karsun-lic. com)

Step 7: Once you select the Send Email button. You will receive an email with the One Time
Passcode OTP from MFA-No-Reply+noreply@gsa.gov

Muiti-Factor No Reply «MFA-NoBeslyencce

General Services Administration (GSA) - Sandbox 1 - Action Required: One-time verification code

M
You are recelving this emal Secase 3 7equest wis made for 3 0neime code that can be used for authenticaton
Flease enter the foliowing code for verficaton

919435

If you experence Gfficuties a00855INg your SOCOUNE, O If yOU beleve you received s emad n emdr, you €30 subMt 2 Help Deak request using the folowing fink: Mty
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Step 8: Enter the One Time Passcode OTP and click verify

\
'i

/

=¥

Email Authentication

(s...i@karsun-lic.com)

Re-send email 919435

Sign Out

Step 9: You will successfully access the FAS SRP

< M izaror Ques o we oD Logoe

Home

L el R e L

SB-R-TA5-UM-003 10 May 1, 2019



GSAAT

3 Contractor Login Steps

CJALLIANT

SOLUTIONS PARTNER

Step 1: After successfully completing the Multi-Factor Authentication registration process. All
future access will be performed by clicking on contractor login from FAS SRP Home Page.

IR\ FAS Sales Reporting

Welcome to FAS Sales Reporting!

Contractor Login

The contractor login is specifically for employees of a company under contract to provide goods or services for the U.S.

Government.

Contractor Login

FAS SRP Required Signup for all users

Multi-Factor Authentication is now required for access into the FAS SRP even if you have used the system in the past.
Please click here to complete your one time registration process.

GSA Login

The GSA login is specifically for direct employees of the General Services
Administration.

GSA Login

The Federal Acquisition Service (FAS) Sales Reporting Portal (SRP) supports the collection of data required by FAS procurement programs including Multiple Award Schedules (MAS), non-MAS programs such as the Governmen

Contracts (GWACS) and others.

The FAS SRP provides a safe, secure and user friendly portal for you, our Industry Partners, to report both transactional and aggregate level data required by your FAS contracts as well as multiple payment options for remittir

pursuant to your contract.

Step 2: Enter your email and password

GSA Vendor Login

Remember me

Need help signing in?

SB-R-TA5-UM-003 11
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Step 3: Click Send Email to receive the One Time Passcode OTP

Connecting to

“ J

Email Authentication

(s...i@karsun-lic. com)

Step 4: Once you select the Send Email button. You will receive a One Time Passcode OTP to
your email from MFA-No-Reply+noreply@gsa.gov

Multi-Factor No Reply «WFA-Na-Reolysnooep y T gove

General Services Administration (GSA) - Sandbox 1 - Action Required: One-time verification code
H
YOu are recew N9 IS emadl DeCause 3 roQuest was made for a one-tirme Co0e 1hat can De Led for authentication
Please ectier the following code for verficaton
274719

If yOu expniencs CIMCUNES CCASIING YOUr SCCOURE, Or If yOu Delieve yOu NeCeived this amadl i e 0r, you £ SaDMA & Meip Desk raguest usng the 1odowing Ik DS IVac gsa oy
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Step 5: Enter the One Time Passcode OTP and click verify

GSA
Email Authentication
s...i@karsun-ic.com
Re-send email 2747194

———

Step 6: You will successfully access the FAS SRP

Camt et b & Caeemn Sopartimg Proqarmry 1 Lot boprtnd o Supart Povead (g & Tak Ont U pting Baimmie §
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4  Multi-Factor Authentication Account Forgot/Reset
Password Steps
Step 1: Click on need help signing in? and select forgot/reset password

GSA Vendor Login

SB-R-TA5-UM-003 14 May 1, 2019
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Step 2: Enter your email and click reset via email

Reset Password

|

Reset via Emadl

Back to Sign In
|
Email sent!
Email has been sent to @karsun
lic.com with instructions on resetting your

password

Back to Sign In

SB-R-TA5-UM-003 15 May 1, 2019
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Step 3: Click reset password from the reset password email received from MFA.-
NoReply+noreply@gsa.gov

Multi-Factor No Reply <MFA-No-Reply+noreply@gsa.gov> 5:45 PM (1 minute ago)

tome «

General Services Administration (GSA) - Sandbox 1 - Multi-Factor Authentication Password Reset Request!
Hi
A password Reset request was made for your Multi-Factor Authentication account. If you did not make this request, please contact the GSA Help Desk immediately.

Click this link to reset the password for your userame, (@karsun-lic.com:

nk expires in 1 hou

If you experience difficulties accessing your account, you can submit a Help Desk request using the following link: https://vsc.gsa.gov/

Step 4: Answer your security question and click reset password

Answer Forgotten Password Challenge
What is the food you least liked as a child?

[] Show

Reset Password

Sign Out

SB-R-TA5-UM-003 16 May 1, 2019
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Step 5: Enter and confirm your new password and click reset password

Reset your password

Password requirements at least 8 characters, a
lowercase letter, an uppercase letter, a number, no
parts of your usemame. Your password cannot be

any of your last 10 passwords

csessssse

Resel Password

Sign Out

Step 6: Click Send Email to receive the One Time Passcode OTP
Connecting to

N

Email Authentication

(s...i@karsun-lic. com)

SB-R-TA5-UM-003 17
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Step 7: Once you select the Send Email button. You will receive a One Time Passcode OTP to

your email from MFA-No-Reply+noreply@gsa.gov

Multi-Factoe No Reply «M4 tio-fecly =nceg 5918

General Services Administration (GSA) - Sandbox 1 - Action Required: One-time verification code
"

You are recening 1hes emall DeCause 2 roguest was mace 10 3 0neteme code that Can De Lsed fo¢ authentication

Please entes Ine folioning code for v ficaton

274719

i you expenence GMCUDes SCCeIang your S0CoUrd, O If you Defeve yOu reCeived 11 emad i 10, you ¢ SUOMA & Mep Desk request useng the 1olowng ik Mitpe 0'vec G Qov

Step 8: Enter your One Time Passcode OTP and click verify

Email Authentication

(s..J@karsun-ic.com)

Re-send email 274719

_
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Step 9: You will successfully access the FAS SRP once you click on the application
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5 Multi-Factor Authentication Account Unlock Steps
Step 1: Click on need help signing in? and select unlock account

GSA Vendor Login

Step 2: Enter your email address and click send email

GSA

Unlock account

Send Email

Back to Sign In

SB-R-TA5-UM-003 20 May 1, 2019
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Step 3: Click unlock account from the email received from MFA-No-Reply+noreply@gsa.gov

GSA

Email sent!

Email has been sent to @karsun-
lic.com with instructions on unlocking your
account.

Back to Sign In

Multi-Factor No Reply <MFA-No-Reply+noreply@gsa.gov> 8:11PM (O minutesago) Yy @

tome »

General Services Administration (GSA) - Sandbox 1 - Multi-Factor Authentication Account Unlock Requested
Hi
An account unlock request was made for your Multi-Factor Authentication account. If you did not make this request, please contact the GSA Help Desk immediately.

Click this link to unlock the account for your username, @karsun-lic.com:

If you experience difficulties accessing your account, you can submit a Help Desk request using the following link: https://vsc.gsa.gov/
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Step 4: Answer the security question and click unlock account

Answer Unlock Account Challenge

What is the food you least liked as a child?

[[] Show

Unlock Account

Sign Out

Step 5: Your account is successfully unlocked. Click back to sign in

Account successfully unlocked!

You can log in using your existing username and
password

Back to Sign In

SB-R-TA5-UM-003 22
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Step 6: Enter your username and password and click sign in

GSA Vendor Login

[[] Remember me

Need help signing in?

Step 7: Click Send Email to receive the One Time Passcode OTP
Connecting to

. .

Email Authentication

(s...i@karsun-lic. com)
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Step 8: Once you select the Send Email button. You will receive a One Time Passcode OTP to
your email from MFA-No-Reply+noreply@gsa.gov

Multi-Factor No Reply «MFA-No-feplysncoepy Gome

General Services Administration (GSA) - Sandbox 1 - Action Required: One-time verification code
W
You s recening 1N emal DeCause 2 roguest was made 1or 2 onetene code that Can De used S0r authentication

s

Piease entes e folioning code for v fcaton

274719

i you e1penence GMCUDEs SCCeIang your S0C0urd O If you Detve yOu reCeved s el i ee10r, you ¢80 SUDMA & Med Desk request usng the Tolowng ik Mo 0'vec Gsa ooy

Step 9: Enter the One Time Passcode OTP and click verify

=

Email Authentication

s..J@karsun-ic.com

Re-send email 274719

e
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Step 10: You will successfully access the FAS SRP once you click on the application
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6 Abbreviations, Acronyms, and Definitions

The following abbreviations, acronyms, and definitions are used within this document and
throughout GSA.

Abbreviation Definition

FAS SRP Federal Acquisition Service Sales Reporting Portal
GSA General Services Administration
OTP One Time Passcode
MFA Multi-Factor Authentication
SB-R-TA5-UM-003 26 May 1, 2019
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